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GETTING STARTED WITH THE LCA ONLINE SYSTEM

Introduction

The Labor Condition Application (LCA) Online System Web site was developed for the Department of Labor
(DOL), Employment and Training Administration (ETA), Office of Workforce Security (OWS), Division of
Foreign Labor Certification (DFLC). It allows employers and their representatives (attorneys/agents) to
submit new LCAs and to view and reuse pending LCAs. The Web-based system also provides a search
function, hyperlinks to a number of important resources.

This User Guide, designed for employers and attorneys/agents, describes the fundamentals of the Web-based
LCA, including logging in, navigating system pages, and performing tasks common across the system, such
as submitting an online application for certification.

Document Conventions

The following conventions are used in this User Guide:

ITEM CONVENTION EXAMPLE
Buttons and tabs Graphic representation ﬂl' 'SEARCHLCA| "SUBMIT COMMENT
Hyperlink Color text and underlined edit resolution
Page and field names Bold type List Users page, Date Submitted fidd

Data that you enter by

X Couri er Newfont Passwor d
typing on your keyboard

“In quotation marks’ and “Processed Other Wage Sour ce Needs

System messages bold type to be E-mailed.”
Acronyms
The following acronyms are used in this User Guide:

ACRONYM DEFINITION

DFLC Division of Foreign Labor Certification

DOL Department of Labor

ETA Employment and Training Administration

LCA Labor Condition Application (Form ETA 9035E)

LCA Online System Labor Condition Application Online System Web site

OWSs Office of Workforce Security
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User Types

There are three types of users who are alowed to submit online applications:

Registered users (Employers),
Registered users (Attorneys/Agents), and
Non-registered users.

The LCA Online System for foreign labor certification offers a registration feature for frequent users. This
feature ensures that less time and effort is required when you wish to enter multiple LCAs, because the
employer information entered at registration is stored in a profile used to pre-populate key fields. This feature
is aso very helpful in instances where you need to view or print previoudy submitted L CAs that have not
been certified or denied. If you register as an Attorney/Agent, you can manage multiple employers using the
LCA system.

Infrequent users who would like to submit only one LCA are not required to register. Once you have
submitted your data, you will be immediately notified whether your LCA has been certified, denied, or is
pending wage source review. This decision is based on the information that you entered. If certified, you will
be required to print, sign, and date the LCA, then send acopy of the signed LCA to the Immigration and
Naturalization Service (INS) to obtain a visa petition.

Benefits of the LCA Online System

The benefits of using the LCA Online System include:
- Faster application processing time
Immediate certification or denia
Ease of use
Posting, viewing, and updating profile information
Tracking and viewing the status of submitted applications
Displaying copies of accepted LCASs by case number
Electronic notification of LCA status
Re-submission of certified/denied LCAs after correction (Registered Users only)
Immediate notification of errorsin your LCA
Ability to save a copy of the LCA to your hard drive, network drive, or disk
Ability to place an LCA on hold status (Registered Users only)
Ability to email a saved LCA to the others within the company, to a client, or to a remote location.

System Requirements

Use of the LCA Online System requires the following:
Internet access
Web browser (Internet Explorer 4.x or higher, Netscape 4.7 or higher)
Adobe® Acrobat Reader 4.0 or higher

LCA Online System User Guide Page 5



ACCESSING THE SYSTEM

There are three ways to access the LCA Online System:

As a Non-registered user,
As afirst time Registrant, or
As a Registered user.

To gain authorized access to the LCA Online System as a registered user, you must have created aunique
login ID. Registered users have access to al of the rich features of the LCA Online System (see the “Benefits
of the LCA Online System” section on p. 5).

However, if you are an infrequent user of the system, you can access the system to submit an LCA without
registering. Both cases are discussed in the following section.

Accessing the System as a Non-Registered User

1. From your desktop, start Internet Explorer or Netscape.

2. Typein the following Address for Internet Explorer or Location for Netscape:
http://www.lca.doleta.gov/ and press Enter on your keyboard. An alert message is displayed. Read the
message and click OK.

Microsoft Internet Explorer E3

' 'ou are now entening a computer system operated for and on the behalf of the United States govemment, Unauthorized
T access or uze of thiz system for any purpoze other than afficial government buzsingss s punishable by a fine.
imprizonment, or both (18 115, Code 1030).

The LCA Online System Home page is displayed.
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| Ble Edt Miew Faworbss Tools  Heln ”.ﬁ,dd‘m:l#_]km.-'.fmmlmddeugm' ;I G

ETA  Foreign Labor Certification

REGULATIDSS GLRTIFICATIGNS WAGE INTD | DOCUMEHTS COWTAHCGT | COMER PAGES

Iy ara & raglstarad Ussr, Brarpour

Welcome 1o the Foreign Labor Certification login nfaraton
i Usarname:
LCA Online System ._m‘l—l

ET& DOl OWS  Disclaiimes

W Y6H Rernbal
acke  Reader | o TICE: To spphy online and print e
Labor Condinon &paileaiion you must have sdobe
Thig site 15 best viewed with Microsoft Internet  Acrobat Readar 4.0 or highar installed an your
Erxplorer S.x or Netacape 4.7 carnpuier. Click Iwre 1o downioad I no pill

Disabiliky Sooess

Hyou hees @ doability and @s unabls lo accsm aoms o ths infarmalion comlained an this Wsbsils bscawes af in ormat sths

teziures, pleass emall LCAHEL PEccletn doy. Four raquesi vall be tetened ta the appiopsate Depanmentof Labor ofice

tespaneibla far prowiding asttance 1o pow in this egard. The etfice vill rezpond promplly o you by prosiding yoeu uih albamale

meanz be submil waur LCAs In erdar ba help w e vou beber, phass preside @ mih 2 dezmiplion of peun doabilils and pou

conbadt Informatan sowes can reach yeu in the sssnl qusstians @iss whils idsnlifying or addisming & sslution b yosr requert ﬂ

& |4 Irbemet _.A

...Apply._.

Saply novg without registering .

3. Click . The Electronic Filing of Labor Condition Applications for the

H-1B Nonimmigrant Visa Program page is displayed. Follow the instructions provided in Chapter 8
(Submitting an LCA), p. 42, of this User Guide to submit an LCA.

Registering as a System User

1. From your desktop, start Internet Explorer or Netscape.

N

Type in the following Address for Internet Explorer or L ocation for Netscape:
http://www.lca.doleta.gov/ and press Enter on your keyboard. An alert message is displayed. Read the
message and click OK.

Microzoft Internet Explorer

access of uze of thiz syztem for any purpoze other than official government buzsiness i= punizhable by a fine,

:'?: “'ou are now entering a complter systern operated for and on the behalf of the United States government, Unauthorized
L]
imprizonment, or bath (18 1.5, Code 1030).

The LCA Online System Home page is displayed.
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Efnrnign Lahar Cestification, Wersion 170 - Hic uft Intesnet Evplorer pravided by Depagment of Laboe

Ela Edi Mee Favoiles . Took  Help || Addvess (6] hiip: cosan cs dokels gos x| Hho -

ETA  Foreign Labor Certification

WAHE INFO | DDCUMENTS

REGLILATIONS

CERTIFCATIDNS

Welcome to the Foreign Labor Certification L Sl
LCA Online System

ETA DOL OWS Di!iL'|d|:Ir_I!."J

I"Tﬁelhunhafl
sbe  HEader | jiomicE To sppk onling snd prnt the

Labor Conditon Aaplication vou must have Adohe
This site is Dest viewed with Microsoft Intemel  acmbat Resdar 4 0 or highar inslzlied on your
Esplorer S ar Metacape 4.7 computer. Chick here 0 download it now

Dizzbillly Aocess
Hyau have & deabiliby @nd mie unable o scesm xams af the infarmaban cordained ondhx Wsbsils becauss of b iomet cihe
features. plesss amanl LCEHELPSAsl=n aon, Four tequest will e retemed to the Apprapnate Depadment of Labor oHice

means io mbmit uour LEAS. In poder 4o help us mepes you beten pleass pravide us with a descipton of waur dizablliby and yow
eankaad indeimadion 20 e ean raaseh wou in the evant quadtions aia shile idanlifding ar add ing apalubian by youl lequest

2] [ el It

3. Click . The Registration pageis displayed.

Hmu are & registered usar, entar our

peraibla farp B aind ke wau in thiz egard. The cHice will isspand pramply 4e yeu by praviding peuaih sHeinels

=

ritezned Explaeer peowvicked by enit of Latior ETA

Fi= Edi Yew Fgvoiss [ook  Hep

o= 3D DEIE S | WP @[

Fidhers [T ! 1B 37 VR0 158 TH L Aok 1 A Tanh ol el eiided

HOWE | F&2 | OMUME H
ETA  Foreign Labor Certification

REHILATWIME | CEATIFICATIOME | WADE INFO DOCUMIERTE | CONTACT | COWER PADES

Registration

rapresertaives 10 BBL up indmdusl scrounte. Pledse get upwour profle oy eelectng the appropriale profe option Bk,

" .

|8z e amploper, 32 well 32

Tobeter sEsistyou wth procasging Labor Condifon Applications (Form ETA BO:Z5E], the eledtronic LCA Gnling Sysbem alloss both eraplosars and heir atomeys and

|y cormpleting =n Empiopar Frofilz, you il bo able o B campkzang an Atarmawagent Prodle, vou will rac el tha same Lncionaliy

+ Savatima by pro-popalating wour geenal infonmation
: S oy « e o

. ;’Em"“z:“_':“l_gf‘:m » Views ihe staliss of LCAs snling

: ?&ﬁ;ﬁr&mmmmﬂﬁm . fm:m-wahmmmmmsunﬁm location U0 process
+ Piace an LTI on “holl" for 21 days

: m";‘“ﬁ;‘;ﬂfﬁfmd * Emaia saved DCA e Clent r 3 remots ocamon

[ Cancer ¥ Setip Emptoyer Profle | [ [ Canca! [ Setup AttomeyAgent Profie |
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Employer

1. If you are registering as an Employer, click Setup Employer Profile . (If you are registering as an
Attorney/Agent, skip to the next subsection titled Attorney/Agent). The Registration page is displayed.

Note: As a Registered Employer, you are allowed to enter your employer data for easier
LCA submission, view the status of LCAs online, update your employer data online, hold
L CAs without submitting for up to 20 days, and track newly submitted LCAs.

:I Foswign Labo Corfifcation, Yeroen 1.0 - Micomdt Intmnet Explaoer
:Hdmm ¥ p: wewewe hoa dolein gosleln_slail obn _'J ?E“ |Z Linkz ™"

ETA Forign Labor Certification

REGULATIO NS, EAMFIGATIIRS | WAHE INFO POGINENTS

Registration

Fleaxe resdhe followin g e and cordiions

[Foreign Laber Cenfeaton Temms and Gondbiors

Treank woi forwsding e Foreior Labor Cetlicaton YWensite and weadng e tenme and mndiions Wantaning yourpr vacy @ B9 seclil of Fe dis
fou shanewih DOL 15 one of ourrmesqor commiiments o you.

THE e 102 18 3 B T R o Beed e s 3NN Ied A0 et wnoimend i eenil i 0 e wiikei S 00 3 W8 ian pecdd 0 gmessions
ceupainne ar ax fashion mocksls. Hallres smpdoyers apdior the e agenks io1le Labor Conciion Applicafions U245] online with e O padment of
Lahar. This et e wil hedp yau processyouwr Labor Corcllion Applicaions fasdar g aliosinp vou to complete and submil the LC s online. Tha serd os
depands saldy oevibe aeehangs ol e waba sl liraly infornation Bacduse ves am cusbom ar-ci anked, werwil eceasionall askowu b pericipats in

1 e 0 e e walie and efferiveness ol aur ordlne geeiam an (o seekpllr 3o s an imanme ke seiem. Pieaas rote thalyour gafieigsion
in e sureers wil be completel yoluntany. The follewing b2rms and condlions for v=e ofihis Webste appk:

& You inRTERiorveE 0k 02 5ok o maling lists,

Wik resama B rightbn ramods arp LOA paating o the Faraige Labor Satification YWabsite, when, and If t eondiing instcurat, oudatod, of
napompniae nimakon sa daa

b i pois reaponsibifl o Kesp e efanmatian $al vau sobimi foitie LoAG aecurite and i-ba-dale

-

‘Walztons afpalicks Wil resullin |05 of 3ccess lo the Foraign Labor Caticaton Wabsila

Ures_thoizad semps b0 upkiad infomatan or change infeemedon provies by this serdes amm sichy pmbicHed snd may ke purishabis iy

(¥l hope tnal o frd te Foiegn Labar Ceriiealon W etmsite usetil enouh it woawll e bis sile ofen 105 ubmisour LCAE

[ podd Accsp LAl the reg@isiration ims and conddiors? Fyou desing, you w41l be rediected to the Fame pags. To continue repsterng, vou must sccep! thess candtons.

"ag o Irfmmnal
2. Carefully read the terms and conditions provided on the Registration page. You can scroll through the

text using the down arrow located in the scrollbar to the right of the text.

3. Click Gl o accept the terms and conditions, or to quit the procedure without
registering. If you click , the Welcome New Employer page is displayed.
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City:

First Mame: & |

Last Mame: i |

T Jod

Fax | E | _ |

Ermail: * |
We respect your privacy and will keep your email address confidertial . The
email address is needed to send your username/password inthe ewvent you
forget therm.

Username: = |

Password: *l *Canfirm Pagsword: I

'Employer Business ldentification
ElM Mumber; *I_ 5 I

Full Legal Marme: *|

Address:

I
FipiPostal Code: *I I
I

Phione Mumber: i

Prowiding = unigue username and password will be the "key" to accessing the
LCA Online System. Username and Password must be 8-15 characters long.
Usermame cannot contain special characters. Password most contain =t least a
number and 3 special character.

Enter emplover's unique S-digit identification number

il
|

*

Cvotater| 7l

- | |- | | E}d:l

First Mame: |
Last Mame: |

Phane Mumbet: | | | E}ct:l

Pronwviding thi= infor mation will allow the System to automatically prefill Section
H - Contact Information inthe Online LCA.

Submit | Cancel |

4. Fll inthe User Profile, Employer Business I dentification, and Employer Contact (Optional) sections
on the Welcome New Employer page. Required fields are marked with an asterisk (*).
5. Click _Submit The LCA Online System User Home page is displayed indicating “Y ou are now a

registered user of the LCA Online System.”
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6. Follow the instructions in the next section of this User Guide (Accessing the System as a Registered
User) to log in and use the LCA Online System.

Attorney/Agent

1. If you are registering as an Attorney/Agent, click Setup Attomey/Agent Profile JEgi Registration
page is displayed.

Note: As a Registered Attorney/Agent, you are alowed to manage multiple clients LCAs
online, view the status of employers’ LCA online, hold LCAs without submitting for up to
20 days, and alow multiple users at the same location to process LCAs for clients.

] Fmsigs Labme Cafification. Yeizer 110 - Misosolt Intsmsl Espdomsr
Fibe  Eci Vaw Favesber Took Help | = |
|| Ames 2] B v b dulskia gosedula_sbl.chn x| e | Leks ™

Regisiration

Please reed e folowing lanme and condtiones
Foregn Labor Corfficalon Terms ardd CandBions

[Mriank you £ sisting the Forgign Lasor Carfficaion Website ard raading tha barrna and condtions. Waimainie your privacy and e securik of tha data
wau sham with GOL s e of cur major commitments ooy,
(Tras Webzie 15 a ==srace= pravided bo smplayers and'ar ther agents wha rbend 4o empley aleneokers for a bemgarary penod in profes==ional
o eupalion s or ek fashion madals b alaws emploMrs andorthair senis 1 fia Labor Candtian pedications (L2 A<) ankna wih #w Daparmam of
Lstr. This:wiaheiesdl heip pou preess viur LAbor coreiiion Appicaions faeer by alradng wu 0 corpigle and gubeni F2 LCAS online. The sonas
erends solety on fhe Eschange of acoorees and imely Inkrmaion. Because we ane customer-oienled, we wil occasionsty 2sk you f padicipste n
ey 10 gauge the valug ad aTeciveness of o anlee Sratem and 10 3eek Y0 sica onimproying the st m, Plesss noe hatyour perscdpalion
n e sumveEys vall be completty waluntary, The folawing ke and sondtiens far uze af his Webeile spph.

& Your mimmestion willno ba oM 1o mailing lisls.

® 'v¥e [Eseme the npht o remove amy LCA posing from the Foregn Labor Cerificaion ¥Website, when, and i, ¢ confsins macturate, auldated, or
inapr opriade infomration and data,

w s mur raaponaEdlty i kaap e imneion talyou 5o o e LO#S acturaie amnd ie-i0-oa,
w il atiores: of gl ez wil rasuin iose of aecsss 1o the Forsign Lekor Cerifcedan Websita

= Linguoezed stempls o wioad nfonration of grange miomadion prosided by 185 seedos ame siicly prohkxted and mer e punishabile by

MAe hipe el o Tind 162 Fongign Labior Ceptiication Wekeie usetul gnounh hal souwlluse s cle ofen o euimi o Las

Do you axcaptall tha moksration lmms and condibors? Hyou dacing, vou wil b2 radimeted ta s homa pege To conbnue regatening, you st eecaptase condbons

2. Carefully read the terms and conditions provided on the Registration page. Y ou can scroll through the
text using the down arrow located in the scrollbar to the right of the text.

3. Click Gl (o accept the terms and conditions, or to quit the procedure without
registering. If you click , ablank Welcome New Attorney/Agent page is displayed.

4. Fllinthe My Information and Login Account sections on the Welcome New Attorney/Agent page.
Required fields are marked with an asterisk (*).

LCA Online System User Guide Page 11



5. Click

First Mame: * |A RI=
Last Mame: i |A_gent
Address: * |200 Constitution Ave
|
City: i |Washingtn:un State:*l oc _ﬂ
ZipiPastal Code: * [eono1 - ooo1
Phone: * |20z |63 -[3361 | ewt
I
Email: ~ |anewagent@dnl.gw

Wi'e respect your privacy and will keep your email address confidential. The email
address is needed to send your username/pazanord in the event you forget them.

Username: % Ianewagent :
Password: e I  Condirm Passwnrd:*lm

Frowiding 3 unigue username and pasanord will be the "key" to aceessing the LCA
Online System. Usemame and Pasanord must be 8-15 characters long. Username
cannot zontain special characters. Pasamord must contain at least a number and a
special character.

Submit | Cancel |

 Submit

indicating “You are now aregistered user of the LCA Online System.”

to process your profile. The LCA Online System User Home page is displayed

Accessing the System as a Registered User

1. From your desktop, start Internet Explorer, Netscape, or other browser.

2. Typein the following Address for Internet Explorer or L ocation for Netscape:
http://www.lca.doleta.gov/ and press Enter on your keyboard. An alert message is displayed. Read the

message and click OK. The LCA Online System Home page is displayed.

LCA Online System User Guide
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HOME | FAQ | OMLINE HELFP | P e

ETA Foreign Labor Certification

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT | COVER PAGES

Ifyou are a registered user, enter your

Welcome to the Foreign Labor Certification login informzton.

H Username: i
LCA On Ilne System P CROnE i— ::;g;: y_n:sr-“l.:r:?name

ETA DOL OWS Disclaimer

F.YGet Acrobat]

Hdobe Reader | 1joTICE: Ta apply online and print the
Lahor Condition Application you must have Adobe
This site is best viewed with Microsoft Internet  Acrobat Reader 4.0 or higher installed on your
Explorer &% ar Metscape 4.7, computer. Click here to download it nowv.

Di=ability Access

If you have a dizability and are unable to acceszzome of the information contained on this Website because of its format other

features, please email LEAHEL Prfdoleta gov. “rour request will be referred to the appropriate Depatment of Labor office

responsible for providing assistance to you in this regard. The office will rezpond prompthy to wou by providing wou with alternate

means to submit vour LCAs. In arderto help usserwe you better, please provide us with a description of your disability and wour

contact information 2o we can reach you in the event questions arize while identifying or addressing a solution to yvour request. _vJ
A

[&] [ [ Intemet

3. Typeyour user name inthe Username fidd. Y our username must be 8-15 characters, and special
characters (*, %, @), &, etc.) are not allowed.

Ifyou are a registered user, enter your

|ogin infarmation.
mgtﬁamga-] LOGIN
o ‘Fargot your usernare:
Password: e
st R passwieits

4. Typeyour passwor d in the Password field. Y our password must be 8 15 characters, and contain one
specia character (*, %, @), &, etc.) and at least one numeral (0-9).

5. cio

Note: If you are unsuccessful at logging into your account, the system will allow you
another login attempt, until you have made thr ee unsuccessful attempts. After that time,
your account will be disabled, and you will have to send an email to LCAHep@doleta.gov
asking to re-activate your account.

Once you have successfully logged in, the system displays the LCA Online System User Home page. This
page contains important information such as news and system alerts. It is important that you read these
messages since they may notify you of actions you are required to take, or warn you about upcoming system
changes or maintenance issues.

LCA Online System User Guide Page 13



Note: When you login to the LCA Online System you cannot use another Web browser
to log into the same account at the same time. Y ou can only have one session with your
account displayed at any given time.

Depending on your registration level (Employer or Attorney/Agent), the LCA Online System User Home

page displays options giving you access to certain features and functions of the LCA Online System.

[ B Edi Ve Fawe o Hee

TR B E WA, » -

| ek | €] e/ 1EE 57. 130192/ 1E_| ssLiaa_sfant civi =] oo

ngn Labor Certification

WAGEWF] | DICIMENTE

Welcome Bach Elvis Cosiello

& TheLCA Crling System vl be unmestizsle on Wednessd sys, Form 6.00 p o 500
P EET fof routiea mantanares
= M0 LSAS WRie SUDmMITEd miss.

There are no Alerds =t his bme
Faticipsn in wessile sl slios [Fazburm & Ky Case

Liger namie slesvalest

Uaa e navipational b aboss to hak you modiy erd eraale spoeific infomatian, ar dick fea
IFkE Hakw)

= MYLCA: Cresta, saamh, and WawLCas
= Wy Prolle: moditmur aecaurn ink msdion
& Ermplyer Dot W, modify, and opdake o amplossr dats

CREATE MEWILTA
{_Hyousaubd (ke fo aniera nes Lok Click horn, — |
@ L1 Mineend
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Forgot Your Username/Password?

If you forget your username or password, you can request this information via email.

1. Withthe LCA Online System Home page displayed in your Web browser,

click . The Forgot your Username/Password? page is displayed.

If you've forgotten your username or password, we can email it to you. Just
complete the request form below and click "Continue’.

Enter wour username: |

Enter your email addreaa:l

Confinue | Cancel |

2. Enter your username and email address, then click ml. An email response will be sent to you
automatically containing your username and password. When you receive the login information, we
recommend that you memorize it and delete the email.

3. Press Click here g the top of the Forgot User name/Passwor d? page to return to the LCA Online
System Home page.

Tip: To add an additional level of security, we recommend that you change your password every 120 days.

Logging Out of the System

To ensure system security, it isimportant that you log out of the system when you are not using it. When you
have finished using the system, you must completely log out. If you leave the system idle for 15 minutes, you
will be automatically logged out of the system. In that case, you must log back in when you are ready to
continue.

logout € e : . .
To log out, click at the top of the screen or in the Login box on the LCA Online

System User Home page. The system returns you the LCA Online System Home page and displays a
message that you have successfully logged out.
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MANAGING YOUR PROFILE

When you register on the LCA Online System, you enter specific profile information such as your full name,
address, email, fax contact information, and so on. As aregistered user, you have the ability to view and/or
modify your user and login information.

Viewing and Editing Your User Information

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa
Registered User), p. 13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

I ek MY FROFILE tab.

I
3. Click VUSERINFORMATION | The My Information page displays your user information.

First Marme: E |Elvi5
Last Marme: % |Cn:uste||n:|
Address: £ |45 Fatliarment St

|
City; i |L|:|nd|:|n State:*lfﬂffﬂ "I
ZipPostal Code: *I 3848 I

Phane: * |54 [616 - [8185  ext]
Fax | | |
Email; * |elvisc@imcuul.cum

e respect wour privacy and will keep wour email address confidential. The email
address iz needed to send your usernamespasaward in the event you forget them.

Undn:ul Savel Cancel |

4. To modify your user information, place the cursor in the field that you want to change and overwrite the
information currently displayed in the field. Make sure to space over any additional characters.
5. Click T to save any changes you made, M to erase any unsaved changes and start over, or

Cancel |1 exit the My Information page without saving your changes.
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Viewing and Editing Your Login Information

1.

If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa
Registered User), p. 13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

salect the LGNS tab.

Click The Login Account page is displayed. The Username field is auto-popul ated
with your username.

Usgername: 7 ltestern:nne
Fassword: % IW Canfirm Passwnrd:*l

Frowviding 3 unique username and pasaward will be the "key" to accessing the LCA
Online System. Username and Fasanord must be 3-15 characters long. Username
cannot contain special characters. P asaword must contain at least a number and a
special character.

Uh'tiujl Save-l Cancel |

To change your password, click in the Password field and type a new password. Y our password must be
8-15 characters and contain one special character (*, %, @), &, €tc.) and at least one numeral (0-9).

Click in the Confirm Password field, and type the same password again. Be sure to type the password
exactly as you typed it in the previous field. Otherwise, you will receive an error message that your
password does not match the Confirm Password entry.

Note: To maintain system security, we recommend that you change your password at
least every 120 days

Click Save to save any changes you made, Eiaio to erase any unsaved changes and start over, or

e to exit the L ogin Information page without saving your changes.
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MANAGING USER ACCOUNTS (ATTORNEY/AGENTS ONLY)

The agents or attorneys of employers can create and manage user accounts for other attorneys or employees.
This feature is useful if an agent or law firm employs several people to work on visaissues and needs severa
accounts to access employers' LCA records online.

Adding a User

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa
Registered User), p. 13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

PR eqy USER ACCOUNTS tab. The User Access List page is displayed.

Note: If you have not activated the user account feeture, click the Activate User Account
Muﬂ@4

button in the middle of the page. Select

_ to edit your user information. Select
Ennel

to return to the User Access List.

edit uiew|EI\fis Zostelln _

Add Mew User |

3. Select SR | The User Information edit page is displayed.
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First Marme: &
Last Marme: * |
Address: =]
I
City: *| stater| =]
ZiptPostal Code; - [ ]

Phone:

Fax

*
p— p— —
i
— —
i
fas]
5

#+

Ermail:

We respect your privacy and will keep ywour email address confidential. The email
address is neaded to send your usernamespasanord in the event you farget them.

Username: * I
Passward: E I | Confirm Passwnrd:*l_ |

FProviding a unique username and pasaword will be the "key" to accessing the LCA
Online Systemn. Username and Pasaword must be 2-15 characters long. Username

cannot contain special characters. P asaword must contain at least a number and a
special character.

4. Inthe User Information section, type the new user’s information in the displayed fields. Mandatory
fields are indicated with an asterisk (*).

5. Inthe Login Information section, type the new user’s username and password. Both must be 8-15
characters, and the password must contain one special character (*, %, @, &, €tc.) and at least one
numeral (0-9).

6. Inthe Security Access section, click the box(es) next to the access level(s) you want the user to be
given.

[T Manage User Accounts

[T Edit Employer Data [ Edit LCAS on Hold

[ Add Mew Employver [ addiReuse LCAs

[T Delete Emplover [T withdraw LCAS
Undo |[ Save | Cancel |
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7. Click S to save any changes you made, M to erase any unsaved changes and start over, or
Cancel

to exit the User Information page without saving your changes.

Viewing, Editing, and Deleting User Accounts

4. Inthe User Access List table, select ¥iewt next to a user name to display the user’s information for
review. The User Information view-only page is displayed.

First Name: Eleanor

Last Name: Roosevelt

Address: 1600 Pennsylvania Ave

City: Washington State: DC
Zip/Postal Code: 20010

Phone: (883 156-9155  ext:

Fax:

Email: eleanorroos@whitehouse.goy

Username: eleanorr

Password: ERERETRERE

W Manage User Accounts

¥ Edit Emplover Data [+ EditLCASs on Hold
W Add Mew Employer ¥ AddiReuse LCAS
[ Delete Employer W wWithdraw LCAS

oy | oone |

2. Select M if you want to edit the displayed information. Select M to return to the User
Access List.

3. Inthe User Access List table, select edit next to a user name to display the user’s information for
editing. The User Information edit page is displayed.
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First Name: * [Hamy33
Last Name: " [Harmy33
Address: * 200 Constitution
|
City: * [washington State|DC =]
ZipiPostal Code: *[enatn L[
Phone: * |20z |22z | [2222 | et
-
Email: * |sheeson@doleta.gav

We respect your privacy and will keep your email address confidential. The email
address is needed to send your usernamefpasamord in the event wou forget them.

Username: G Iharryharr},-*
Password: i I Canfirm Passwnrd:*l

FProviding 3 unigue username and pasaword will be the "key! to accessing the LCA
Online System. Username and Pasaword must be 8-15 characters long. Username

cannot contain special characters. Pasanvord must contain at least a number and a
special character.

¥ Wanage UserAccounts

¥ Edit Ermplover Data W Edit LCAs on Haold
[+ Add Mew Employer ¥ AddiReuse LCAs
[T Delete Employer [T Withdraw LCAS

Undo | Save | Cancel |

4. Edit the fields you want to change and overwrite (or check/uncheck) the information currently in the
field. Make sure to space over any additional characters.

5. Click Save to save any changes you made, M to erase any unsaved changes and start over, or
Cancel

to exit the Employer Data page without saving your changes.

LCA Online System User Guide Page 21



6. To delete auser account (other than your own), check the box next to the user’s name in the User
Access List and select 'éﬂtﬁmﬁ . The user information is removed from public access but will remain
in the DOL database. Y ou may also delete multiple user accounts by checking the box next to each user

listed, and selecting the Delete button.

[ edit view | Eleanor Roosevelt

edit wview Elvizs Costello
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MANAGING EMPLOYER INFORMATION

Registered users can add new employer information, and view and/or edit the employer’s business
identification and contact information. Required fields are marked with an asterisk (*).

Adding a New Employer (Attorney/Agents Only)

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa

Registered User), p. 13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step

2.

2. Select the IELEAIL tab. The Employer Data page displays the most recent employer that

you added.

3. Click the ADDNEWEMPLOYER | 1o The fields on the Employer Data page are cleared.

EIM Mumber: =
Full Legal Mame: b
Address: *
Cify; *
FipfFPostal Code: b
FPhone: *

Enter employer's unique 9-digit identification number

|

I State:*l ‘I
r

1

E}{TZI

First Mame:
Last Mame:

Phone Mumber:

Prowiding this information will allows the System to automatically prefill Section
H - Cortact Information inthe Online LCA.

E}n:l

Save | _Cancel |
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4. Inthe Employer Business | dentification section, type the employer’s information in the displayed
fields. Mandatory fields are indicated with an asterisk (*).

5. (Optional.) In the Employer Contact section, type the employer’s contact information in the displayed
fields.

6. Click M to save the employer datain the LCA Online System.

Searching, Viewing and Updating Employer Data (Attorney/Agents Only)

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa
Registered User), p. 13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

2. Select the LAV tab. The Search for Employer(s) page is displayed by default if you
have aready entered and saved employer data for multiple employers.

—
Note: If the Search for Employer(s) page is not displayed, click the LISTEMPLOYERS |

tab.

ElM: I_'I

Enter employer's 8-digit EIN

Employer Mame: I

Search | Create New Search

3. To narrow the list of displayed employers, enter search criteria data in the Search For Employer (s)

page's fields, then select S . The Search Results list re-displays a new list of employers.
To search by Employer ID Number (EIN), enter the entire 9-digit number in the EIN field.

To search by Employer Name, enter the full or partial name of the employer in the Employer
Name field.
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ElM: I_'I

Enter employers 9-digit EIN

Employer Mame: Ij

_Search | _

JHE

12-3456738

SILVERSPRIMG

W

703-560-3326

Joe's Chitlin Shack

G3-4321684

Minneapolis

1)

216-534-6816

To sort the search results, click the column headers, i.e. Name, EIN, City, State and Phone.

Select ¥iew next to an employer’s name in the list to display the employer’s information for review. The

Employer Data view-only window is displayed. Click i

information.

'

if you want to edit the displayed

7. Select edit next to an employer’s name in the list to display the employer’s information for editing. The

Employer Data page is displayed.
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EIM Murmber: * 33-3399995

Full Legal Mame: a II_E_I\_xi_s's BBQ and Laundry

Address: i I1 Fossum Flay

[
City: # |Raleigh gtate;*lNC 1*\I
ZipiPostal Code: * I _5_1 11 I

Phone: ol CTE TN [ R |

Prowiding this infarmation wall allow the System to automatically predfill Section
| - Contact Information inthe Online LCA.

First Mame: |

Last Mame: |

Fhone Mumber: I I I e}{t:l

Undo | Save | Cancel |

8. Place the cursor in the field you want to change and overwrite the information currently in the field. Make
sure to space over any additional characters.

9. Click R to save any changes you made, M to erase any unsaved changes and start over, or
MI to exit the Employer Data page without saving your changes.

10. To delete an employer from your Employer Data, check the box next to the employer’s name in the
Delete column and select ml. The employer data is removed from public access but will remain
in the DOL database.
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Viewing and Editing Employer Data (Employers Only)

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System as a
Registered User), p.13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

2. Select the IELESEAV, tab. The Employer Data page is displayed.

Note: If you are already registered as an Employer, the fields on the Employer Data page
will be displayed, automatically populated with the profile data you entered.

ElM Mumber: * 33-33949599
Full Legal Mame: % II_Engis's BEQ and Laundry
Address: i I1 Fossum Pl

|
ity * |Haleigh State: *I NC "I
ZipiPostal Code: % I 6111 I

Phane: * |a6a | [652 L [6511 | e

Prowiding this infor mation will allow the System to autamatically prefill Section
| - Contact Information inthe Online LCA.

First Mame: |

Last Mame: |

Fhone Mumhber: | | I e}d:l

Undo | Save | Cancel |

11. Place the cursor in the field you want to change and overwrite the information currently in the field. Make
sure to space over any additional characters.
12. Click Save to save any changes you made, M to erase any unsaved changes and start over, or

Ml to exit the Employer Data page without saving your changes.
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ADDING, SEARCHING, AND UPDATING LCAS

The LCA Online System alows you to easily add new LCAs or locate and retrieve existing LCAs for viewing,
printing, and reusing. Y ou can locate a specific LCA by entering the unique ETA Case Number assigned to it
by the system, or you can search LCAs by entering search criteria on the Search For L CAs page and
generating a Search Results list.

Adding a New LCA

1. If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System asa
Registered User), p.13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

2. Select the IR tab. The Search L CAs page is displayed by defaullt.

]
3. Click ADDNEW LCA |

Note: If you are an attorney/agent and have not yet created an Employer record, a
message is displayed directing you to do so how. Follow the instructions provided in the
“Add an Employer” section of this User Guide, then proceed to step 4.

If you are an attorney/agent and you have created only one employer record, the first page of the Form
ETA 9035E, Step 1 of 5 - Electronic Filing of Labor Condition Applications for the H-1B
Nonimmigrant Visa Program page is displayed.

If you are an attorney/agent and you have created multiple employer records, you will be given the choice
of employers for whom to submit an LCA. Select the apply hyperlink to submit an LCA associated with
the selected employer.

ElIM: I_I

Enter emplovers 9-digit EIM

Emplover Mame: |

Search | Create NewSearch |
apphy | Big Parts for Little Trucks |94-4922288 Fasadena CA 388-655-4651
apply | Little Parts far Big Trucks Tr-4749862 Fasadena CA 388-165-1651
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If you are an employer, the first page of the Form ETA 9035E, Step 1 of 5 - Electronic Filing of Labor
Condition Applications for the H-1B Nonimmigrant Visa Program page is displayed.

-2} Foreign Labar Certification, Version 2 0 - Microsoft Intesnet Esplorer provided by Deparkment of Labor ETA

| Bin. Ech Wiew Favoies Inde Help

REOULATIONS | CEATIFICATIONS | WABEINFD | DOCUMENTE

COMTACT

¥ LGA M

A RENLCA SEARCH ARCHNED LCAs) PROCEES BATCHLCA: |

| SERRCH LC#E

ELECTROMIZ FILING OF LABOR COMDITION APPLICATIONS FOR THE H-1B NOMIMMIGRANT VISA FROGRAM

This Department of Labor, Emp mansnt and Traming Admin istraion (ETAJ, 2iectronic fing sysism enabies an empheen to file 2 Labor Comdition Apphcaton [LCA) and
bt ain Certcation of the LCR, This Form must be siemitie Dy The empieyes or iy somenna authorised b act an behall of (e emphner,

A lunderstand and agrae that upon my ecalpt of ETAS certiosion of fia LCA iy elacionic respanse oy submission D muskiaks e folimesing acions alihe specfed
fimies and clnumatancas:

& printand signa hardopy of 1ha alecironicaly Nied and catified LCO;

= mariain 8 slgred hamdeopy of thls LCA IN mry pukile acrass fles;

w ubienil & sigred hardeopy ofthis LA Bo the Irnmigratice and Haturalizalion Serice in suppord of tie H1 28, on he dale of subsri=sion ofthe -1249; and
s preide a sigred hadcopy oftis LCA b each H-1B norirmigran who i emgloeed pursuant bo the LCA

T YVes © Ho

B | undarstand srl sgree hat by Mling he Loa eecionicall, | am siesting tat 310 of e staterments i e LA s us and acoorsle s thal |am underaking sl he
akigations thalam &1 oul n e LEA [Fom ETA G035E) and the sccompaeying Inerucions F or ETa Q038P
C¥an © o

L hereby choose onie ofthe followng opbons, with regard 4o e scoompanung nstudiores
7 1chowse to haue the Fornn ETA B035CP slechronically atl ached bo the certified LCA, an 10 be Dol by fhe LCO shligations & axplained inibis fonmg =
R
7 Hchowse md o e the Fanm ETA 90350 eecinon icalby atacked 10 the cerified LCA, but | bewe negd Bhe iiesinactions and | usderstand (bl | am boued bnfihe
LA obligations e explainad in thie Tent.

N;r-tl Emcell B

21 [ [ iriaral

4. Read each section and complete the Electronic Filing of Labor Condition Applications for the H-1B
Nonimmigrant Visa Program page by selecting the appropriate radio response buttons.

5. Click Ml. The second page of the Form ETA 9035E, Step 2 of 5, isdisplayed. If you are aregistered
user, then Section A, Employer Business Identification, is pre-populated with your employer data.
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oot ORH ET 9035E

Flease enter the appropriate information below regarding your LCA. Bequired fields are marked with an asterisk ). Once you hawve
completed this partion ofthe farm, please click e to continue ta the next step in processing. Ifyou do notwish to complete this farm,
click "Cancel’,

EIN Humber: 39-935934934

Full Legal Hame:; Apple Corp

Address: 900 Seneca Dr

City: Silican Walley State: MD
Zip/Postal Code: 393937777

Phone: (FT71939-9393  ext:93939

6. In Section B, Rate of Pay:

Enter the Wage Rate to be paid to the employee and the period to which the rate applies. The wage
rate cannot be less than 95% of the prevailing rate for the employment location.

Enter the maximum rate that could be paid for this position in the Rate Up To field.

If the position is part-time, select Y es from the Part-time drop-down menu. If the position is full-
time, select No.

Wage Rate: i I O poe i F'er:*l "I 7] F'art—time:*l ""I (2
Rate Up To: I

Flease Mote: Parttime hours woded by nonimmigrantsiwill be in the range of hours stated on INS Form(=) |-129.

7. In Section C, Period of Employment and Occupation Information:

Enter the Begin Date and End Date of the employment (in mm/dd/yyyy format.). End Date cannot
be more than three years past the Begin Date.

Enter the number of H-1B Nonimmigrants needed (the maximum number you can enter is 999) in the
Number of H-1B Nonimmigrants field.

Enter the appropriate three-digit numerical occupational code in the Occupation Code field. If you do
not know the appropriate code, click the Occupationa codes hyperlink to display alookup table of
codes.

Enter the job title for this occupation in the Job Title field.
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Begin Date: * 121200 | @ Engpate | [?]

Entar begin and &nd date in the correct form at (mmdd dhnnnd

Mo, of H-1B Monimmigrants: * I

Occupation Coda: % | |

Lok up Occupational codes. i

Job Title: ] e

8. In Section D, Work Location for the H-1B Nonimmigrants

Enter the City and select the State code for the location where the nonimmigrant employees will
perform their duties.

Enter the pertinent rate of pay information for the Prevailing Wage fields for similar types of
positions in the location.

From the Wage Source drop-down list, select the source used to determine the prevailing wage. If
the wage source you select is Other, name the source and enter the publication year for the source.
If the system cannot verify the wage source, the LCA cannot be certified and must be reviewed by
an DOL Analyst.

Sl ] | sater| =
Frevailing VWage: I ) Wage is Per® | H

‘Wage Source; | J g

Year OtherWage Source I—

FPublizhed:

Other Wage Source: |

Online YWage Library

9. Section D(a), Additional or Subsequent Work Location, is an optional section.

City | state:| 7]
Prevailing Wage: I Wange is F'er:l "'"I

Wage Source: | j
Year Other Wage Source I—

Fublished:

OtherWage Source: I

Previous INe:dl Cancal I
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10. Click M to validate all entries and display the third screen of Form ETA 9035E.

E. Employer Labor Condition Statement ) Cover Pages

Please Hote: In order for your application to be processed, you MUST read section E of the Labor Condition Application cover
pages under the heading “"Employer Labor Condition Statements™ and agree to all four labor condition statements
summarized below:

(11Wages: Pay nonimmigrants at leastthe local prevailing wage or the employver's actual wage, whichever is higher, and pay for
nan-productive time. Offer nonimmigrants henefits on the same hasis as U5, workers.

(2 Working Conditions: Provide working conditions far nanimmigrants which will not adversely affect the working conditions of LIS
wiorkers similarly employed.

(3) Btrike, Lockout, arvWork Stoppage: Mo strike ar lackout in the accupational classification at the place of emplayment.
(43 Motice: Notice to union or to warkers atthe place of employment. A copy of this form to H-1B workers.

| have read and agree to Employer Labor Condition Statement 1,2.3, and 4 as set forth in Section E of the Labor Condition
Application Cover Pages. " Yes ( No

11. In Section E, Employer Labor Condition Satement, review the referenced cover pages then click Yes to
agree to the condition statements and continue adding your LCA.

12. In Section F, Additional Employer Labor Condition Statements review the referenced cover pages then
click the option in Subsection 1 that applies to you (either option A, B, or C.) If you select option B, then
you must also read the information in Subsection 2 and click Y es to continue.

Please Note: In order for your application to be processed, you MUST read this Section F "Additional Employer Labor Condition
Statements" and choose one of the three alternitives (A,B, or C) listed below in Subsection 1. If you mark Alternitive B, you
MUST read Section F-Subsection 2 of the cover pages under the heading "Additional Employer Labhor Condition Statements"
and indicate your agreement to all three additional statements summarized below in Subsection 2.

Subsection 1 g Subsection 2 g
Zhoose OMNE of the following three alternatives: If Alternative B in Subsection 1 is marked, the following
Additional Labor Condition Statements are applicahle:
& € Employer is notH-1B8 dependent and is not a willful A, Digplacement: Mon-displacement of the LLE . workers in
violator, employer's work force;
B ¢ Employeris H-18 dependent andfar a willful vinlatar, B. Secondary Displacement Mon-displacernent of LS.

| i ) workers in another emplover's work force; and
o ¢ Employeris H-1B dependent andfar a willful violator BUT

will Use this application OMLY to support H-18 petitions C. Recruitrment and Hiring: Recruitment of U5, warkers and
for exempt nonimmigrants. hiring of LS worker applicant{s) whao are equally ar hetter
nualified than the H-1B nonimmigrant(s).

I have read and agree to Additional Labor Conditional
Statements 2 A, B,and C: T Yes Mo
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13. In Section G, Public Disclosure Information, click the radio button corresponding to the physical location
where you will store your public disclosure information.

Public disclosure information will be kept at:

e Ermployer's principal place of business
7 Place of Employment

“Previous | Mext| Cancel |

14. Click M to validate all entries and display the fourth screen of Form ETA 9035E.

~FORM ETA 9035E

First Mame: & I ru'II:I_

First Mame of Hiring or other Designated Official

Last Mame: ® I
Last Mame of Hiring ar ather Designated Official

Title: = |
Hiring or Other Designated Official Title

15. In Section H, Declaration of Employer, enter the First Name, Last Name, Middle Initial, and Title of
the employer.

16. In Section |, Contact Information, the Employer Contact information in the “Employer Data’ tab is pre-
populated as the Contact Information. Edit any incorrect information displayed in these fields.

First Mame: | MI:I_

Last Mame: [

Phone Mumber: I - [ - [ iext:ln

17. Enter your email address in the Email Address field. You must enter this information in case the LCA has
to be reviewed by a DOL Andyst. Registered users must enter their email address if they are placing the
LCA “On Hold.”

18. Read the Fraud Statement.
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Response Method

When your LCA is in a pending status because the wage source must he reviewed by a DOL Anahyst, you must enter your
email address for receiing your certification or denial for the LCA submitted.

Ermail Address:

Fraud Statement

The fraudulent making of Form ETA 9035 or 9035E, or the submission of the Form with false statementis) or
misrepresentation({s) can lead to chvl or criminal prosecution, fine or imprisonment, or both, under 18 U.5.C. 1001, 18 US.C.
1546, or other provisions of law.

Frewvious Fresiem I Huldi Submitl Cancel |

19. If you want to view the completed LCA and verify its accuracy before submitting it, click Ml.

20. If you want to scroll though the forms to make any needed corrections, click ml and click
M when you are completed with those forms and want to move forward to Step 4 of 5.
21. If you are aregistered user, and you want to place the LCA on hold before submitting it (in case you

wish to discuss the LCA with the employer prior to submission), click ﬂ'. By doing so, you have

the ability to save and send the LCA to the employer for review. The LCA will be placed on Hold for 20
calendar days; after that time, the LCA will be purged from the system if it has not been submitted or
placed on Hold again. The registered user may place the LCA on Hold multiple times, which resets the 20-
day limit each time it is placed on Hold. See pages 35-36 for detailed information about placing an LCA on
Hold multiple times.

22. Click M‘ when you are satisfied that all data is entered correctly. Your LCA is automatically
processed by the system. Y ou will be notified immediately if your LCA has been certified, denied, or is
pending wage source review. This decision is based on the information that you have entered.

Certified? If the LCA is certified and certification is received:

Print, sign, and date a hardcopy of the LCA (see Step 23 below).
Maintain a hardcopy of the LCA for your records.
Send one signed and dated hardcopy to INS to obtain a visa petition.

Denied? If the LCA is denied, print a hardcopy of the LCA and retain it for your files. The following are
reasons for denial:

The wage rate from rate of pay is not equal to the minimum wage.

The wage offered is less than 95% of the prevailing wage in item D.2, first work location.

The wage offered is less than 95% of the prevailing wage in item D(&)2, second work location.
The Employer Labor Condition Statements are not agreed to.

The Additional Employer Labor Conditions — Subsection 2 - are not agreed to.

Pending? If the LCA is pending wage source review, the system will inform you that your LCA has been put
in pending status. The LCA isin a pending status because the other wage source entered in Section D of the
application needs to be reviewed or verified by an Analyst.
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23. Click

The fifth screen of Form ETA 9035E is displayed.

J File Edit “ew Favontes Tools Help |“
- QBN Qmd| - Iw
| Adress [] _cevreta_star.cim7actiontype=printcasebicase_no=I-02011-D0040624CFID=6E68,CFT DKEN 76403320 7] (G || "2 5

~ Step-5of§ E

FORM ETA 9035E

ATTENTION:

You must have Adobe Acrobat Reader 4.0 or higher to view the PDF form. Click here to download now.
Form ETA B035E is a large file and may take up to 90 seconds to download.

We recommend that you print and read the Frequently asked Questions section.

If you wish to save the LCA on your personal computer, you may select the save icon (the disk

image) from the Acrobat Reader when the LCA is displaye«d. From the Save As dialogue boX, selecta
file location, enter a filename, and choose Save,

e

After printing and signing the application click here if you wish to create another case. Otherwise, —
click 'logout’ above to properly exit the LCA Online System.

|
#] [ |4 remet

Note: If your LCA was denied, placed on hold, or put in pending status, you will only see
Print (not Print & Sign) on the fifth screen of the Form ETA 9035E.

Print
(if your LCA was certified) or (if your LCA was

denied, placed on hold, or put in pending status) to print a hardcopy of your LCA.

Searching and Listing LCAs

If you are not logged in, follow the instructions provided in Chapter 2 (Accessing the System as a

Registered User), p.13, of this User Guide, then proceed to step 2. If you are logged in, proceed to step
2.

Select the LIRS tab. The Search LCAs page is displayed by default.
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ETA Case Number: | SHatie I_:i
Date Submitted: I tD I

Enter date submitted in the following format (mmdd ddanng.

EIN: N

Employer: |

Search | Creste NewSearch |

3. Enter search criteria datain the Search LCAs page’s fields.

Y ou can manually type a date range in the Date Submitted
fields (in mm/dd/yyyy format), or you can click the associated

/§ Calendar - Microsoft Intermnet ___ [I[=] B3

calendar icons to display the calendar and select a date on the October 2001
calendar to auto-populate the Date Submitted fields. | =21 [ | [rint | [ | [=2] |
click X in the upper right-hand corner of the Calendar Sun Mon [Tue |Wed [Thu [Fri [Sat
window to close the window. . 2 | [ |
s Gick L5280 | 1 Seovch el list is isplayed =g§g%%-
Bz = = = = R
Bl o B i 2

Note: The search results table aso displays the total number
of records found. The maximum number of records displayed on the page is 20. To view

additional records, click _l To go back to records on previous pages, click
Frevious
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EIM:

Emplayer:

Date Submitted:

ETA Case Mumhbetr: I

[ozropzn0z | EElso [o2/14z002

Enter date submitted in the following form at (mme'd dfnnne.

Status: I m]

Crate NewSearch |

[ reuse view print | 0211152002 -02042-0004253 | 12-3456788 | ABC Corparation | Account Executive | Denied
E reuse view print | 0211152002 -02042-0004254 | 12-3456788 | ABC Corparation | Account Executive | Denied
7] reuse view print | 0201142002 | -02042-0004255 | 44-4444444 | MOLEN SM ENGR Cerified
| reuse view print | 0211 3/2002 -02044-0004273 | 44-4444444 | MOLEN Metwork EMNGR Denied
7] edit view print | 0201 32/2002 -02044-0004277 | 44-4444444 | MOLEN Metwork EMNGR Hold

5. To sort the search results, click the column headers, i.e. Date Submitted, Case Number, EIN,

Employer Name, Job Title, or Status.

Viewing, Printing, and Reusing LCAs

1.

next to an LCA in the list to display the LCA’s information for review. The LCA View

Follow the instructions provided in the previous section of this User Guide to search LCAs, then proceed
to step 2.

Click ®iew
window is displayed.
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J File Edit Miew Favorites Toolz Help

Jl Address IE http: £ v lca, doleta. gov/index. cfm?actiontype=cazeviewcaze_no=|-01273-0050439

; Foreign Labor Certification, Yersion 1.10 - Microzoft Internet Explorer provided by Department of Labor ETA [H[=] B3

Labor Condition
Application for H-18
Monimmigrants

US. Department of Labor
Employment and Training Administration

FORM ETA 90335E
OB Approval 1205-0310
Expiration Date: 19 Jan 2004

1
j@GoHY? >>|

A. Employer's Information
EIN Humber:

Full Legal Hame:

Address:

City:

Phone:

13-3211233

Sample Employer

456 Main Street

YWashington State:DC  Zip/Postal Code:20001-0456
202-E93-3361 ext

B. Rate of Pay
Wage Hate:
Rate Up To:

50000 Rate is Per:Year Parttime:Mo

Begin Date:
Number of H-1B
Honimmigrants:

Occupation Code:
Job Title:

C. Period Of Employment and Occupation Information

10/05/2001
4

End Date:10/05/2002

131
technical writer

City:

Prevailing Wage:

Wage Source:

Year Other Wage Source
Published:

D. Information relating to Work Location for the H-1B Nonimmigrants

Washington State:DE
50000 Wage is Per:Year
SESA

Other Wage Source:

City:

Prevailing Wage:

0. Subsection A Information for Additional or Subsequent Work Location

State:
Wage is Per:

=l

3. When you are finished reviewing the LCA, click E in the upper right-hand corner of the LCA View

window to close the window.

Note: You should close the LCA View window after viewing an LCA. This is important

because the system will open a new window each time you view an LCA, and you could
run out of system resources if you do not close windows that are not needed anymore.

4. Click Print {o display the LCA in Adobe Acrobat. To print the Labor Condition Application, you must
have Adobe Acrobat Reader 4.0 or higher installed on your computer.

5. Click TBUSE {4 cregte anew LCA that is pre-populated with data copied from the current LCA record.
The following dialog window is displayed:
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Microzoft Internet Explorer |

® Are pou sure you wizh to create a new LCA with the existing data.

'O to create a new LCA with the exizting data.
'Cancel' to return to Search LCAz.

Cancel

6. Click ezl The Electronic Filing of Labor Condition Applications for the H-1B Nonimmigrant
Visa Program page is displayed. Follow the instructions provided in Chapter 5 (Adding a New LCA),
p.28, of this User Guide to create anew LCA.

Withdrawing an LCA
The registered user may elect to withdraw an LCA from the DOL database.

1. Follow theinstructions provided in the Searching and Listing L CAs section of this User Guide to
search LCASs, then proceed to step 2.

2. Onthe Search L CAs results page, check the box in the Withdraw column next to an LCA.

Withdram: |

reuse view print | 030652002 |-02065-00043588 | 83-8383838 | Dell Electronics | Sr. Chemical Engineet Certified

reuse view print nantizo0z [-02070-0004443 1 12-3456739 | ABC Carporation | Stock Braker (Entry Level) | Denied

r
M reuseview print | 03/11/2002 | -02070-0004434 | 28-2828282 | 28th Client manager Cerified
C reuse view print | 03011/2002 [-02070-0004438 | 12-3456789 | ABC Corparation | Stock Broker (Entry Level) | Denied
' reuse view print nantizo0z [-02070-0004441 | 12-34567833 | ABC Carporation | Financial Advisar Denied
- reuse view print nantizo0z [-02070-000444%  12-34567833 | ABC Carporation | Account Executive Denied
r

r

reuse view print nantizo0z [-02070-0004445 § 12-34567833 | ABC Carporation | Sales Agent Denied

3. Sdect Ml to remove the LCA from the list of searchable LCAs. After LCA withdrawal, a
user may not be able to access the LCA.

The Withdraw L CA Cases page is displayed.
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LCA Case Number: [-02109-0008156 Status: Denied

Email: 5

‘Save | Cancel |

4. Enter the email address to which you'd like the withdrawal confirmation sent, and click R to

submit the withdrawal request. A note that the LCA was successfully withdrawn is displayed.

5. Select M to return to the Search LCAs page.

Placing an LCA On Hold

As mentioned in Step 21 of the Adding aNew LCA section of this chapter, the registered user may place an
LCA on Hold more than once. If the user places an LCA on Hold, he has 20 calendar days to either submit

the LCA for certification or continue it in Hold status, before the LCA is purged from the system. Each time
the LCA is put in Hold status, the user will have another 20 calendar days to submit the LCA or continue to

placeit in Hold status.

1. To search for and reuse an LCA that has been previously entered into the system, follow the instructions
given in the previous two sections of this chapter (Searching and Listing LCAs and Viewing, Printing, and
Reusing LCAS).

2. Navigate through Steps 1-5 of the LCA submission process as described in the Adding a New LCA
section (pages 24-31) of this chapter. Make any necessary modifications to the LCA, such as the Period
of Employment Begin and End Datesin the Step 2 of 5 page.

Note: If the previous Begin Date of the LCA occurred before the present date, you must
re-enter adate later than the present date.

Begin Date: = [o701/0002 @ Engpate- [1231/0004 | @

Enter begin and end date in the correct format (mmdd divnng

Mo, of H-1B Monimmigrants: * I 1]

Occupation Code: = |1 23

Look up Occupational codes. ﬂ

Job Title: * |I—_|_e|p Desk [?]

3. Make any other modifications to the LCA as needed.
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4. At Step 4 of the LCA submission process, select the ﬂl button. The Step 5 of 5 page is displayed,
notifying you of the date the LCA was placed on Hold and the date it will be purged from the system if no
further action is taken.

ETA  Foreign Labor Certification

LARIORE CERTWFILETIONG WaGE =0 COICUMENTS

00 REW LCA SEARCH LCAs GEARCH ARCANED LE8s  PROCERS 2ATCH LCAs

mw‘ “‘I‘ p

If you do net submit this LCA, it will be purged frem the system 20 days after today's date,
Date placed on hald: 02082002
Purge date: 02282002

Print

ATTENTION:

Yol mUst have Adobe Acrobat Reader 4.0 of higher ta view the PDF ferm. Cick bers o download manw.

Farm ETA $035E Is a large fle and may take up to 50 seconds to dewnkand, |
We recommend that you prnt and read the Freges pily ssked Ouesdions section

If you wish 19 save the LCA on your pérsonal ¢omputer, you may select the save igon (the disk

image) from the Acrobat Reader when the LCA is displayed. From the Save s dialogue box, select a

file lacatlon, anter a flename, and choose Bave.

g k=

I

After printing the application dick nere IfyoU wish to create another case Otherwise, click Togaut’

5. Repeat Steps 1-4 every time you need to place an LCA On Hold.
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PROCESSING A BATCH OF LCAS

If you are an employer with multiple positions to fill using the Labor Condition Application, or you are an
agent/attorney with multiple clients LCAs to process, you may be able to upload a batch of LCASs to submit
them in bulk and search for batch-submitted LCAs. To use this feature, you must be able to generate comma-
delimited files (using third-party software) that contain the requisite LCA submission information. If you do
not have many LCAs to submit, or use the system infrequently, the Process Batch L CAs feature may not be
of use to you.

To use the batch processing features of the LCA Online System, you must be a registered system user, and
you must send an email to LCAHep@doleta.gov requesting to use the Batch Processing Feature. When you
have been granted access, you will receive an email confirmation sent to the email address that you provided
in your user profile letting you know that permission to do batch processing has been granted.

Uploading a Batch of LCAs

1. Follow the instructions provided in the previous chapter of this User Guide (p. 35) to search LCAsS, then
proceed to step 2.

2. Onthe My LCA page, select the | PROCESS BATCH LCAs tab. The Process Batch L CAs page is displayed.

Upload Batch
Search Batch LCAs

3. Read the instructions on the page. Click on the here link to see a detailed description of the text file
format you must use to submit batched LCAs. The File Format for Batch Processing of L CAs page is
displayed.
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TA COL _DATA TYPE REQUIRED | ABBREVIATION TO USE
Emplover's Mame Char {29) Yes Y=Yes, N=MNo
Address 1 Char (28] YRS
Address 2 Char (28) ]

Emplover's City Warchar (20} Yes
Employer's State Char (2] YeS
Zip Code Mumber (4} ¥es
EIM Mumber Mumber 9y |REEERSEEE | Yes
Fhone no Mumber (10} YBS
Fhaone ext. Mumber (4) ]
Wage Rate Mumhber (7.2 3888888 3 | Yes
Rate up to Murmber (7.2 |semeese Mo
1=Year, Z2=Month, 3=2
Rate is per Murmhber (1) Yes Weeks, 4=\eak,
S=Hour
Parttirme Char (1) Yeg ¥=es, M=ho
Begin Date Date s o g Yes

4. To see an example of the necessary file format, select the here hyperlink in the second sentence of the
page instructions. The Example: Text File for Batch Processing of L CAs page is displayed.

Example: Text File Format for Batch Processing of LCAs

For each LCA you submit using the batch processing feature, the LCA must be formatted as
follows:

ABC Corporation, 123 2nd Street, Suite 10, Boston, MA,20123,123456789 6175554343,
8901,100,120,5,K, 04011 4r2002,04/1 452004 250,2 Account Executive Bostan MA 105,51, TAY 1,
Colling,M,Doe HR Manager,Sharon A, Smith, 5175555979 4464

ABC Corporation, 123 2nd Street, Suite 10, Boston, MA201231234567849 6175554343 8901 20,22,
A1, 04/0172002,04/0152004,2450,2 Stock Broker (Entry Level), Charlotte MG 20080,8,1,,000 75T,
Colling M, Doe HRE Manager, Sharon A,Smith,6175555974 4464

ABC Corporation, 123 2Znd Street, Suite 10, Boston,
MA20123123456789 6175554343 8901,30000,32000,
1,M,05/0152002,04f3052004,250,1 Assaciate, Boston MA, 30500,1,3,2001 My Crwn
Survey,,,,,,. AT, 1,Colling M,Doe HR Manager, Sharon A Simith 6175555979, 4464

ABC Coarporation,123 2Znd Street, Suite 10, Boston,
MA20123,123456789 6175554343 8901 ,20,22,5, M 04/1 42002 0451452004 250, 3 Sales
Agent,Miami FL,20.50,51,,.,...7AY,1,.Colling M, Doe, HR Manager,Sharan,A,Smith 6175555979,4464

ABC Coarporation,123 2nd Street, Suite 10, Boston,

A 20123,123456789, 6175554343 8901 10,12,5,K, 0311472002 03114/2004,250,1 Financial
Advisor,Mew York,NY, 10.80,51,,,,..0 0 A, 1,Collins M,Doe, HR
Manager,Sharon, A Smith, 61755559749 4464

5. Toreturn to the batch-processing page, select the here hyperlink near the bottom of the page. The
Electronic Filing of Labor Condition Applications for the H-1B Nonimmigrant Visa Program via
Batch Processing page is displayed.
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Note: In order to use the Batch feature, you must be able to generate a comma-delimited
file ((CSV file format, using third-party software such as Notepad or WordPad) that
contains the requisite LCA submission information.

6. Read the Terms and Conditions for submitting LCAS, select the appropriate responses (Y es or No), and
select to agree to the terms and conditions, and continue. The Upload Batch page is displayed.

Diata File Marme: * Browse... |

Upload | Cancel |

7. Enter the path and file name of the Data File to upload or click the %I button to access your
computer’s file system to search for the file that contains the batch of LCA datafiles.

If you use the Browse feature, a pop-window displaying the contents of your file system will appear.
Choosefe —  @H|
Lok, in: I ﬁ Desktop j gl

g My Cormputer
E‘g MHetwark Meighborhood

File hame: I Open

Filez of lvpe: _IF'ictures [* aif, * jpa) ﬂ Cancel |
When you have located the file to upload, click the button on the browse window. The

browse window will disappear and the file name will be entered into the Data File Name field on the
Upload Batch page.

Important Notes:

The text file extension must be .csv (comma-separated value) to upload the file for batch
processing.

The size of the text file you submit cannot exceed 54KB (about 100 LCAS) in size.
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The text file must be formatted using the File Format for Batch Processing of L CAs.

8. Clickthe Ml button. The Upload Batch page is redisplayed noting that the data file has been
successfully uploaded.

The data file has been successfully uploaded.

The batch nurmber is 100. This is the number that vou should use to check the status of LCAs
submitted.

Searching Batched LCAs

1. Follow the instructions provided in the previous chapter of this User Guide (p. 35) to search LCAs, then
proceed to step 2.

2. Onthe My LCA page, select the | PROCESS BATCH LCAs tab. The Process Batch L CAs page is displayed.
3. Clickthe Search Batch LCAs link. The Search Batch L CAs page is displayed.

Note: You must wait 1-2 hours after submitting a batch file of LCAs to search for the
cases processed by the system. If you attempt to search for the recently submitted
batched LCAS, you may receive a system error message.

Batch Mumber: I

Date Submitted: | By | BE|

Enter date submitted in the following format immd dAnnnd.

Search | Creste New Search |

4. Enter search criteriadatain the Search Batch LCAs page'sfields.

You can manualy type a date range in the Date Submitted
fields (in mm/dd/yyyy format), or you can click the associated
calendar icons to display the calendar and select a date on the
calendar to auto-populate the Date Submitted fields.

Click E in the upper right-hand corner of the Calendar
window to close ?I’Fl)e wigdow. Sun [Mon [Tue Wed [Thu [Fri [sat _
-!_!_!_!_!_-
Bl s iz

October 2001
[ == [ | [Prinf] | f=] | [==] |

Bz =
Bl
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5. Click 222" | The Search Results ligt is displayed.

Batch Mumber: I

T [o1/0672002 | El1o [01/2972002  EE
Enter date submitted in the following format (mm/dd dfyand.

I Search | Create Mew Search |

342 0172002011728 PM | 010772002 01:23:02 PM 0 3 il
arT 01/09/2002 024620 PM | 01/09/2002 02:46:20 PM 0 2 ] 0

view print 342 0140772002 |1-02007-0003951 [ 44-4444444 | Metwork ENGR | Denied
view print 342 01/07/2002  |1-02007-0003952 | 12-3456789 | Help Desk Denied
view print 342 01072002 | -02007-0003953 | 00-0000000 Denied
view print v 01/09/2002 | 1-02009-0004009 | 44-4444444 | SAV ENGR Denied
view print Ty 0109/2002 | 1-02009-0004010 | 44-4444444 | Metwork ENGR | Denied

Note: The search results table also displays the total number of records found. The
maximum number of records displayed on the page is 20. To view additional records,
Nex’t-l

click
6. To sort the search results, click the column headers, i.e. Batch Number, Date Submitted, Case
Number, EIN, Job Title, or Status.
7. The system will generate an error message listing LCAs that were not processed correctly. To view the

unprocessed LCAs (if any) associated with a batch of submitted LCAs, click the number inthe
Unprocessed column associated with a specific Batch Number. The Unprocessed Batch L CAs page is
displayed.
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BatchMoe 342 Dzt Lpshisacied: 0110712002 Uplozad ed By Uiser: Benji Franidin

4,033 Compi 1 21 River Road, Pobomac, WD, 221 80-1 234 55544433322 TOZ8E0 3306 3401 302333 246E57 7T BOS, 02 M, 020 5020031 2031020031 234 SETE 50N EMGRE
455,123,232 23 MOTHMG ATLAMTA G4, - 305,113, 24, 2000 22 MOTHIMNG Y AY 1, BELUBAFRIYE, KEHDEREAMY INEPECTOR HOHEMRALZ FELANIEEMY, 3018037022740

Facnrd 2 Relected - Erar ontable HIBTEMP.
CRA-O5502; PLUSGEL numenic or value eror nuimber precision i langedein _nurmBer 555444 33322),
QRA-DG502: PLBEL: numan: orvalue srar number precision io langedss e raled 3333333955777,
DRA-DEE0D PLSGQL: numede orvalus sror. enaracior b0 nurmber corraergion erorrabe_ia_perC2);
ORA 05602 PLAEGL: numanc orvalue eror numbar precision boa largedoccupaional_code:1124),
Error QRADSS0Y PLSQL: nusisc or valus prar number pradsion hod largednumber_af_hi _o_nonkaeidras: 567 849);
Message: ORADGS02 PLISGL admeie of value eirar aurmber pred=ion oo [arerssage_is_par_ 1122,
QRAAI0Z: PLEEL: nUmans or ¥alue sror numbar predsion oo [RmeiwEge_sourse_1 235
CRA-05600; PLSQL numadic or value srar nuimber precision W langedearsounce_published_1:23133;
GRS 05602 PLAGL: numanc or value aror: number precizion boa largedwage_is_par_ 2113,
ORA-DG500: PLIBQL: numsanic or value erar number precizion oo langedeage_soure 234X
ORA S50 PLUSQL numeic of value erar number predSion oo lamedea_saurce _publisned_2: 200123y

12,789, 123 CHANBRDGE ROAD

Data:  BOBE3ACAEIACAREEE3ARBRCAEIRGRASE 41 2 SILVERSFPRING VA, 131 B07 20 555555 555RRAR, TN 35603316, 340, 37333337345 5777 0.5, 1, M 072002 4 21312003 12
EMGRMENNAMA -25.5,1,1, 2001 MOTHING ATLANTAGA -40.5,1,1, 2001 NOTHIMG, ¥ A7 1, SUBAPREA, KANDAS AT, INSPECTOR MOHANRAZ PALARISIYANY 30718037

Record & Rejecled - Eror onk=hle H1BTERP.
CRADG502 PLBGL: numanc or values srar characer sinng bufer oo amallizondiion_ad 2}
ORA-05502 PLISSL: nurerde of valus erar. eharacler ling oufer oo smallicondion_b:Ted);
Error  QRADGI0Z PLEGL numean; o value eror characier siing bufen oo smallizdorese 10123 CHYMBRIDGE ROAD BESESRISEE30SRISHESISRACASRAZEES,
Mesaage CORA-03502; PLIESQL numads or value erar. eharacier bo namber cormeersion ermor@in_numbear353533595RRRER),
ORAE502: PLASGL: numenic or valu= eror number preci=ion oo (argedwage_raie: 3331333345 5777,

Data;

8. Clickthe ih (Back) button on your browser to return to the Search Batch L CAs page.

Viewing and Printing Batched LCAs

1. Follow the instructions provided in the previous section of this User Guide to search batched LCAS, then
proceed to step 2.

2. Click ¥iew next to an LCA in the lower search results list to display the LCA’s information for review.
The LCA Viewwindow is displayed.

T3 Foresgs Labes Curbification, Verisn 1,00 - Miciozalt inbemet Explonn provided by Depastment of Labo £75 [BE B
| B Edl View Faworler Took  Hel
|H*--|E] g s, b, ook g e, o T cdiondypet ca s e gl g s ol -0 TR0 ;l B | | w i |
Latar copicon, US. Department of Labor FORME [ poace =
i Emplayment and Tralning AdminIEation oo foe 8 o 5004
A. Employer's Infoermation

EIN Mumbier: 12301223

Full Legal Home:; Sample Employer
A ness; 456 Main Srmat
Cinr Wiashington  State:CC  ZipPostal Cedez0001-0455
Phone; TREEFIRT ek

B. Rate of Pay

Wage Raie; EN000  Rase is Per;ear Patbmedlo

Rate Up Ta:

C. Period OF Employment and Jceupation Information

Begin Date; 1DV End Dang | DTEE002
Nambor of H-18 4
Moni mani grambs;
O cisjation Code! 21
Jub Thle: technical seriler

0. Information relating to 'Work Location for the H-1B Nonimmigrants

Cine: Wiashington  StaecDE
Prowailing Woage; OO0 Wane m Powsrear
Waga Source! SEBA
Tear (dher Wage Source Other Wape Source:
Puldislved:

0. Subgection A Infermation for Additional or Subsequent Work Location
Ciny Srate:
Provailing Wage: Wage s Par: =l
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3. When you are finished reviewing the LCA, click E in the upper right-hand corner of the LCA View
window to close the window.

Note: You should close the LCA View window after viewing an LCA. Thisis important
because the system will open a new window each time you view an LCA, and you could
run out of system resources if you do not close windows that are not needed anymore.

4. Click Print to display the LCA in Adobe Acrobat. To print the Labor Condition Application, you must
have Adobe Acrobat Reader 4.0 or higher installed on your computer.
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SUBMITTING AN LCA (NON-REGISTERED USERS)

You can use the Department of Labor LCA Online System to submit an LCA online without registering into
the system. After submitting your LCA, you will receive immediate notification of whether your gpplication
has been certified, denied, or is pending. You can aso view and print your LCA form.

1. Click on the LCA Online System Home Page. The first
page of the Form ETA 9035E, Step 1 of 5 - Electronic Filing of Labor Condition Applications for
the H-1B Nonimmigrant Visa Program page is displayed.

-2} Foreign Labar Certfication, Version 2 0 - Miciosoft Istesnet Explorer provided by Deparkment of Labor ETA

| Br (% Wew Fawm Inds Hek <

——

REOULATIONS CEATIFICATIONS | 'WABE INFO COCUMENTE

CONTACT

ELECTROMIC FILING OF LABOR COMDITION APPLICATIONS FOR THE H-1B NOMIMMIGRANT VISA PROGRAM

This Departmaa©t of Labor, Emmphmy and Trammny &dminstration {ETAY, alectronc fimg sy tde=: an emphoyer to file = Labor Comditios Spnbcaten (LEA) and

okt ain cerifcation of the LCA, This Form st be setamitten Dy e smployer or iy somenna authorized to act an behalfl of the ermploger,

AN lundarstand and agres that upon mry Ecaipt of ETAS cafifosion offie LCA oy alacimnic raspanse b my submiession, | must1aka fie fallmaing acions atihe specied
times and circumatancas:

s printand signa hardiopy of he alecironicaly fled and cadified LG,
= PRsiFizin 8 Glared harenpy of this LCA In ry pukie gcrass fles;

w mulienil & sigied hardeopy oFthis LCA B e rroirstion and Haturalizalion Seeice in sappod offe B0 28, on e dals of subaision ofthe 1249, and
s priovide 8 gigred hamdeapy of s LCA b each H-1B noricmigran who i emglped pursuant ta the LoA

T Yes © Ho

B Lunderstand and agree Bt by Mling the LCA dactonically, | am siesting tetallofhe staterents in he LCA 3@ s and accirale and thal |amundecdaking sl he
abligationg sl aie e oul e LEA [Forr ETAB036E) and the stcompseing Inefricions & o ETA S0362P).

C¥as © Mo

4 | hereby choose ore of the follownp opbons, with regard 4o fie scoompanurg nstuctiores
€ Nohowse o haue thie Fornn ETA B035CP elacinonically atl ached bo dhe certified LCA, i 1o ke Dol by fhe LCL ehligations & axplaisd inthis fonmg =
R
7 1 chowse il 1o e the Fanm ETA 903508 secinon icalby atacked 1o e cerifiad LCS, but | e nead Bhe (i nactons and | usderstand that | am boied niihe
LCA obligations a8 explained in this Ternit.

N;MI l:o.nl::all B

=) [ [ iriarat

2. Read each section and complete the Electronic Filing of Labor Condition Applicationsfor the H-1B
Nonimmigrant Visa Program page by selecting the appropriate radio response buttons.

3. Click Ml. The second page of the Form ETA 9035E, Step 2 of 5, is displayed.

4. In Section A, Employer Business |dentification:
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Enter the EIN Number of the employer. The EIN is a nine-digit federal identification number
assigned to each employer in the United States.

Enter the employer’s Full Legal Name.

Enter the employer’s address in the Address field(s).

Enter the City and select the State where the employer is located.

Enter the employer’s Zip or Postal Code.

Enter the primary Phone Number where the employer can be reached.

BRARARRERERTRNRRERAET 5

S ORM ETA 9046

Flease enter the appropriate information below regarding your LCA. Required fields are marked with an asterisk (*). Once you have
completed this portion of the form, please click ™esxd' to continue to the next step in processing. Ifyou do not wish to complete this farm,
click 'Cancel”

FER ST i I;e_mployel‘s uniqugdigit identification number

Full Legal Mame: 3 | g

Address: 8 | (2]
|

City: = | State: *I =l

ZipiPostal Code: SN

Phore: il | 5 | et (7]

5. In Section B, Rate of Pay:

Enter the Wage Rate to be paid to the employee and the period to which the rate applies. The wage
rate cannot be less than 95% of the prevailing rate for the employment location.

Enter the maximum rate that could be paid for this position in the Rate Up To field.

If the position is part-time, select Y es from the Part-time drop-down menu. If the position is full-
time, select No.

Wage Rate: i I O o s F'er:*l .3-"’I (2] F'art—time:*l i"I e
Rate Lp To: I

Flemse Mote: Pat-time hours wadied by nonimmigrant=iwill be in the range of hours stated on INS Formis) 129,

6. In Section C, Period of Employment and Occupation I nformation:
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Enter the Begin Date and End Date of the employment (in mm/dd/yyyy format.). End Date cannot
be more than three years past the Begin Date.

Enter the number of H-1B Nonimmigrants needed (the maximum number you can enter is 999) in the
Number of H-1B Nonimmigrants field.

Enter the appropriate three-digit numerical occupational code in the Occupation Code field. If you do
not know the appropriate code, click the Occupationa codes hyperlink to display alookup table of
codes.

Enter the job title for this occupation in the Job Title field.

Begin Date: *[rzrz1/2000 | @ Engpater | @
Enter begin and end date in the correct form at (mmJdddAannd

Mo. of H-1B Monimmigrants: * I

Occupation Code: 2 I |

Lok up Occupational codes. ig

Joh Title: A 7]

7. In Section D, Work Location for the H-1B Nonimmigrants

Enter the City and select the State code for the location where the nonimmigrant employees will
perform their duties.

Enter the pertinent rate of pay information for the Prevailing Wage fields for similar types of
positions in the location.

From the Wage Source drop-down list, select the source used to determine the prevailing wage. If
the wage source you select is Other, name the source and enter the publication year for the source.
If the system cannot verify the wage source, the LCA cannot be certified and must be reviewed by
an Analyst.

City: | st 7
Frevailing VWage: & I— ﬂ Wage is per;*l—;,

Wage Source: i | j 9

Year OtherWage Saurce I—

Fublished:

OtherWage Source: |

Online Wage Library

8. Section D(a), Additional or Subsequent Work Location, is an optional section.
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City: | State:l 'I
Frevailing Wage: Ii Wage is Per I—L,

WWage Source: | =]

Year Otherwage Source I—

FPublished:

OtherVWage Source; |

Frevious I Next-ll Cancel |

9. Click M to validate all entries and display the third screen of Form ETA 9035E.

10. In Section E, Employer Labor Condition Statement, review the referenced cover pages then click Yes to
agree to the condition statements and continue adding your LCA.

oo R ETA 9038

Please Hote: In order for your application to be processed, you MUST read section E of the Labor Condition Application cover
pages under the heading "Employer Labor Condition Statements™ and agree to all four labor condition statements
summarized below:

(11 Wages: Pay nonimmigrants at least the local prevailing wade or the emplover's actual wade, whichever is higher, and pay far
non-productive time. Offer nonimmigrants benefits on the same hasis as LS. workers.

(27 Warking Conditions: Provide waorking conditions far nanimmigrants which will not adversely affect the warking conditions af U3
wiarkers similarly employed.

(3) Strike, Lockout, or'Work Stoppage: Mo strike or lockout in the occupational classification atthe place of employment.
(43 Motice: Botice to union or to workers at the place of employment. A copy of this form to H-18 workers.,

I have read and agree to Employer Labor Condition Statement 1,2,3, and 4 as set forth in Section E of the Labor Condition
Application Cover Pages. T Yes Mo

11. In Section F, Additional Employer Labor Condition Statements review the referenced cover pages then
click the option in Subsection 1 that applies to you (either option A, B, or C.) If you select option B, then
you must also read the information in Subsection 2 and click Y es to continue.
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Please Note: In order for your application to be processed, you MUST read this Section F "Additional Employer Labor Condition
Statements™ and choose one of the three alternitives (A,B, or C) listed below in Subsection 1. If you mark Alternitive B, you
MUST read Section F-Subsection 2 of the cover pages under the heading "Additional Employer Labor Condition Statements™
and indicate your agreement to all three additional statements summarized below in Subsection 2.

Subsection 1 g Subsection 2 g
Zhooge OME of the following three alternatives: If Alternative B in Subsection 1 is marked, the fallowing
Additional Labor Condition Staterments are applicable;
& ¢ Emplover is not H-18 dependent and is not a willful A Displacement: Mon-displacement ofthe U5 warkers in
vinlatar. employver's wark farce;
g " Emploveris H-18 dependent andfar a willful violatar, B. Secondary Displacement: Mon-displacernent of LS.

] ) ) workers in another employer's work force; and
o ¢ Employer is H-1B dependent andror a willful violator BUT . " .
will use this application OMLY to suppart H-18 petitions C. Recruitment and Hiring: Recruitment of U5, warkers and

far exempt nanimmigrants hiring of LS. worker applicantis) who are equally or better
' gualified than the H-1B nonimmigrant(s).
1 have read and agree to Additional Labor Conditional

Statements 2 &, B,and C: T ves Mo

12. In Section G, Public Disclosure Information, click the radio button corresponding to the physical location
where you will store your public disclosure information.

Public disclosure information will be kept at:

0 Employer's principal place of business
0 Place of Employrment

“Previous | Next| Cancel |

13. Click M to validate al entries and display the fourth screen of Form ETA 9035E.

- Step - dof

~FORM ETA 3035E

First Mame: = I I1"'”3|
First Hame of Hiring ar other Designated Official

Last Marme: ™ I
Last Mame of Hiring ar ather Designated Official

Title: = I

Hiring or Other Designated Official Title

14. In Section H, Declaration of Employer, enter the First Name, Last Name, Middle Initial, and Title of
the employer.
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15. Section I, Contact Information is optional.

First Mame: | MI:I_

Last Mame: |

Fhone Mumbet: | E | | E}{[:I.

16. Enter your email address in the Email Address field. You must enter this information in case the LCA has
to be reviewed by a DOL Analyst.

17. Read the Fraud Statement.

When your LCA is in a pending status because the wage source must be reviewed by a DOL Analyst, you must enter your
email address for receiving your certification or denial for the LCA submitted.

Errail Address: ||

The fraudulent making of Form ETA 9035 or 9035E, or the submission of the Form with false statement{s) or
misrepresentation{s) can lead to civil or criminal prosecution, fine or imprisonment, or both, under 18 U.S.C. 1001, 18 U.5.C.
1546, or other prowvisions of law.

F’ri_s_ikiuﬂs"l Freview | Bubmitil Cancel |

18. If you want to view the completed LCA and verify its accuracy before submitting it, click Ml

19. If you want to scroll though the forms to make any needed corrections, click M and click

M when you are completed with those forms and want to move forward to Step 4 of 5.

20. Click Ml when you are satisfied that all datais entered correctly. Your LCA is automatically
processed by the system. Y ou will be notified immediately if your LCA has been certified, denied, or is
pending wage source review. This decision is based on the information that you have entered.

Certified? If the LCA is certified and certification is received:

Print, sign, and date a hardcopy of the LCA (see page 40 below).
Maintain a hardcopy of the LCA for your records.
Send one signed and dated hardcopy to INS to obtain a visa petition.

Denied? If the LCA is denied, print a hardcopy of the LCA and retain it for your files. The following are
reasons for denial:

The wage rate from rate of pay is not equal to the minimum wage.
The wage offered is less than 95% of the prevailing wage in item D.2, first work location.
The wage offered is less than 95% of the prevailing wage in item D(&)2, second work location.
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The Employer Labor Condition Statements are not agreed to.
The Additional Employer Labor Conditions — Subsection 2 - are not agreed to.

Pending? If the LCA is pending wage source review, the system will inform you that your LCA has been put
in pending status. The LCA isin a pending status because the other wage source entered in Section D of the
application needs to be reviewed or verified by an Analyst.

The fifth screen of Form ETA 9035E is displayed.

J File Edit Wiew Favorites Tools Help |
|- DA AaB|B-a
| &d

Addiess [&] _dev/eta_start chm?actiontype=printcaseboase_no=-02011-00040624CFID=668.CFTOKEN=76403920,7] @ Gio |J N7 5

EORN ETA O0KE
vi‘mlﬂ EiA JUJ0E

ATTENTION:

You must have Adobe Acrobat Reader 4.0 or higher to view the PDF form. Click here to download now.
Form ETA 9035E is a large file and may take up to 90 seconds to download.

We recommend that you print and read the Frequently asked Questions section.

If you wish to save the LCA on your personal computer, you may select the save icon (the disk
imagie) from the Acrobat Reader when the LCA is displayed. From the Save As dialogue box, selecta
file location, enter a filename, and choose Save.

ot 5 e

After printing and signing the application ciick here if you wish to create another case. Otherwise, —
click 'logout’ above to properly exit the LCA Online System.

&) [ [ | inemet

Note: If your LCA was denied or put in pending status, you will only see Print (not Print
& Sign) on the fifth screen of the Form ETA 9035E.

Print
Click (if your LCA was certified) or - (if your LCA was denied or

put in pending status) to print a hardcopy of your LCA.
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PROVIDING FEEDBACK

The LCA Online System allows the user to provide feedback pertaining to any features, content, or
functionality of the system. The DOL takes such feedback very serioudly in its efforts to continually provide
quality service to users of the LCA Online System.

Submitting a Website Evaluation

1. From any page on the LCA Online System website, select the _ tab. The LCA
Online System User Home page is displayed.

2. Selectthe website evaluation hyperlink in the Alerts window. The Online Evaluation pageis
displayed.

Note: The Online Evaluation may look different than the one shown in this User Guide.

Evaluation Paoar Marginal  Average Good Excellent

1. Content 0Was the site information useful?) i T i T i

2 Graphics fere the site images useful and

" clear?

3 ﬁgggr;etlcs wWas the site enjoyahle to view and e o e ~ -

4 Originality Was the site unigue in its content and I - - - -

features?)

8. Ease of use (Did you find information easily?) B i i T i

6. Speed (Did you find information guickly? O { { @ e

7 Navigatinn ftvias it easy to find your way through I I c - -

the site’?)

a Relevancy {Did the site information address your I c c I -

Qgoals?

9. Clarity A%as the information easy to understand?) i (o (o T o
10. Satisfaction MWere you gsatisfied in using the site?) I L L r' T
11. Ifthere was any area of ourwehsite that you found ;|

particularly interesting please let us know iwith

reasonsg, if possihbled inthe hox Ll
12. Ifyou have any specific comments about ourweb ;I

pages or any suggestions for improvements that

we can make, please let us know in the bosx LI

3. Read each question and select the response value you believe is appropriate. Enter any comments in the
textboxes provided.
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when you have finished answering each evaluation question.

Submitting a Comment

1. From any page on the LCA Online System website, select the _ tab. The LCA
Online System User Home page is displayed.

2. Select the SUBMITCOMMENT | tab. The Online Feedback page is displayed.

Caomment: :l

Submit |  Cancel

Cancel

3. Enter your comments in the Comment text field. Select to return to the LCA Online User

Home page. Select when you have completed your entry.

Thank you for your input.
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OTHER USEFUL SYSTEM FEATURES

The LCA Online System includes hyperlinks to other useful sites, such as the Employment and Training
Administration, Department of Labor, and Office of Workforce Security web sites. There are links to

Department of Labor Regulations, Foreign Labor Certifications and Forms, Wage Information, Foreign Labor
Contacts, and LCA Cover Pages:

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT | COVER PAGES

Fedl free to explore these sites by clicking the appropriate hyperlink you want to visit.

There are aso hyperlinks to pages specific to the LCA Online System. These links include Home, FAQ,
Online Help, and Privacy:

HOME | FAQ | ONLINE HELF | PRIVASY

Regulations

The hyperlink includes detailed information regarding the Department of Labor Regulations

Part 656. To research this information, simply scroll over the Subpart Names and click the topic of your
choice.

Certifications

The hyperlink includes detailed information on available labor certifications within the United
States. Each section describes the certification program and steps to file a request for labor certification,
along with frequently asked questions and program regulations.

Wage Information

The hyperlink is your source to research available data for a wage source determination.
Included on this site are numerous links to search and download files individua state files, occupational
codes, and coding notes along with a substantial amount of other useful documentation.
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Documents

To view the most recent of Foreign Labor Certification Forms, click . You will be ableto
select your desired form and read it in either text format, or PDF format for larger documents. Keep in mind,
you must have Adobe Acrobat Reader 4.0 or higher installed on your computer in order to view PDF files.

Contact

Click to email a question or suggestion to the LCA Help staff. Clicking this link will generate an
email message window in which you can write your question and send the note. The email message will go to
LCAHEL P@doleta.gov and will be answered in atimely manner.

Cover Pages

Before comEIeti ng Form ETA 9035E, Labor Condition Application for H-1B Nonimmigrants, click

and read the cover pages. These cover pages and instructions contain full explanations of
attestations you are required to make and are incorporated by reference into the form pages that you are
required to complete and submit to the Education and Training Administration.

LCA Online System Home Page

To display the LCA Online System Home page, click m

Online Help

Step-by-step instructions on how to use the system have been included to help you perform work tasks with
ease. Print a hard-copy of the instructions to serve as a useful reference guide when you first start to use the
system. It will help answer many of your questions, and you can refer back to it as needed. To view or print

the instructions, click

Hep file

. You will need Adobe Acrobat version 4.0 or higher to view the Online

Privacy Information

PRIVAG Y

To review information on Labor Certification privacy issues, click

How Do | Obtain Technical Assistance?

If you experience problems with the system, please send an email to LCAHelp@doleta.gov. Include a detailed
explanation of the problem you are experiencing, along with the urgency of your regquest for help. Also,
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include a contact name and phone number of the person to call in case additiona information is needed. An
experienced technician will either respond to your email or contact you to discuss a solution over the phone.

Frequently Asked Questions (FAQSs)

Asthe LCA Online System matures, the list of Frequently Asked Questions (FAQs) will be updated to ensure
that questions and answers are presented to all system usersin atimely manner. We recommend that you take

the time to read over the FAQs periodicaly. To read the FAQs online, click e |

In General

1Q. What are the advantages of processing my Labor Condition Application (LCA) via the Web?

A Upon submission to the Department of Labor (DOL), your LCA(s) will be processed within minutes. For most
LCAs, the acceptance/denial status is determined instantaneously, although the official response may be
delayed.

2Q. What are the advantages of registering?

A As aregistered user, you will be able to post, view, and update your profile information without ever having to
re-key this data. In addition, registration will allow you to track and view the status of submitted applications,
display copies of accepted forms by case number, print previously submitted LCAs, and receive electronic
notification of the status of your applications by e-mail. Employers will be able to do batch submission of LCAs
and receive electronic notification of the status of their LCA(S) by e-mail also. You will also be allowed to
resubmit a denied LCA for reprocessing based on the change(s) you make.

3Q. How important is the user name and password?

A Once you become a registered user, your user name and password will allow you to gain authorized access
to the LCA Online System for processing an LCA(s). As with all passwords, you should use discretion if you
must share it with others to avoid possible submission of fictitious LCA(s) from your account. If you forget your
user name and/or password, click "If you forget your password and/or user name?" hyperlink on the home
page to have it automatically sent to you by e-mail to the address you provided in your profile information.
Please be certain that this is the address you wish to have this information sent to. Otherwise, you may
encounter a threatened situation were unauthorized users using the system on your behalf.

4Q. How long will it take to process my application(s)?

A Inmost cases, your application(s) will be processed immediately upon submission. However, if the Other
Wage Source you've indicated is unknown, additional time will be needed for a DOL Analyst to verify the wage
source before certifying or denying your LCA. This verification process could take up to two days.
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5Q.
A

6Q.

7Q.

What do you need to file via the Web?

You must read the ETA 9035CP, cover pages, which contain the instructions for completing the on-line form.
When applying for an LCA online, you must agree to the terms outlined in the ELECTRONIC FILING OF
LABOR CONDITION APPLICATION FOR THE H-1B NONIMMIGRANT VISA PROGRAM. The Form ETA 9035E
must be completed via the Web. Also, your computer must have Adobe's Acrobat Reader 4.0 or higher
installed and be connected to a printer to generate the certified, denied, pending or hold LCAs.

How do | address the posting issue that is required for LCA?

You can print an LCA if it has been Certified, is Pending a determination, or you have placed it on Hold for later
correction. You may begin the posting on the day the Form ETA 9035E was submitted. (See Question 19 for
additional information on LCA that are in an holding or pending status).

What if | want to go to the Immigration and Naturalization Service (INS) Web site?

WWW.ins.usdoj.gov

Operational/Functional

8Q.
A

9Q.

10Q.

11Q.

12Q.

What Browsers do you recommend when using the LCA Online System?

Since it is impossible to design the LCA Online System to work with every Browser, we developed and tested
the system using the two most popular Browsers, Internet Explorer and Netscape. The LCA Online System
works better with Internet Explorer 4x or higher and Netscape 4.7 or higher.

Why is it that Internet Explorer and Netscape Browsers perform differently when entering numeric data?

In Internet Explorer, a field such as the Employer's Identification Number (EIN) do not allow you to type in
alpha characters entries and/or special characters, while Netscape 4.5 or 4.7 does allow these entries.
Regardless of these differences, the system will automatically validate such entries and alert you to make
the appropriate changes.

Will | be able to check the status of my LCA(s)?

Yes, you can check the status of your LCAs online if you are a registered user. Refer to the Online Help for
detailed instructions on how to check the status of your LCA(S).

If I have submitted an LCA(s) using the LCAfax System, can | resubmit it online?

There is no need to submit your LCA twice. If you chose to use the LCAfax System, please allow time for your
LCA to be processed instead of resubmitting it online. We strongly urge you to use the online system as your
first method for submitting LCAs as you will receive a quicker response.

When ETA Form 9035E is being loaded, it takes a long time for the Web page to display. What do you
recommend for faster uploading?

Many reasons can contribute to the length of time it takes for the Form ETA 9035E to load. Two prominent
reasons include the number of users who are simultaneously generating the form and the connection speed
of your modem. We recommend that you consider these factors when the form does not load quickly and
patiently allow the form to be generated.
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13Q. When the Form ETA 9035E has been printed, can | fax or mail this form for processing using the LCAfax
System?

A Absolutely not! The Form ETA 9035E is an electronic version of the form used for Web processing only. Once
the electronic version is printed with a system-generated approval or denial status, the final determination is
made. If certification was granted, you must sign and date the LCA, which may then be submitted to INS for a
H-1B (I-129) petition. There is no reason to send this form to DOL for processing via the LCAfax System as
no action will be taken.

14Q. Will | be able to submit batched copies of LCAs?

A During Phase | of the implementation of the LCA Online System, the system will not allow you to process
batched LCAs. You will be able to submit batched copies of LCAs in Phase Il, which is scheduled to be
released March 2002.

15Q. I might be required to submit multiple LCAs. Therefore, to avoid entering text that | have already entered,
how should | process several LCAs?

A As a registered user you can reuse any of your LCAs as the basis for another. This will pre-fill all the fields on
steps 2 to 4 with the values you used on the previous LCA. You will have to mark the electronic submission
section again. Please note that the begin date will most likely need to be changed as well.

16Q. If l accidentally lost my connection to the LCA Online System while entering data, is the data that |
entered prior to this incident lost?

A Yes, your data is lost and you must re-enter the data.

17Q. What if I do not know the three-digit Occupational Code for the job?

A On Form ETA 9035E, Step 1 of 4, click the hyperlink, which is located beneath the "Occupation Code" field to
view and/or print a list of occupational codes. Since this is not a complete list of codes, you may opt to use
one of these codes or enter a code from the Dictionary of Occupational Titles or other source, such as
O*NET. Since this would be a PDF file, you must have Acrobat Reader installed on your PC.

18Q. What if my LCA was denied and | wish to correct the LCA based on the list of denial reasons that were
stated in the letter of determination. Can | resubmit the LCA with changes?

A Yes. As a registered user, the LCA Online System allows you to reopen a denied LCA for correction and re-
submission. To correct the LCA, you must first "Search for the LCA" using the ETA Case Number of the
denied application, modify the application, and choose "Resubmit." The LCA will be processed with a new
ETA Case Number and final determination.

19Q. What is the difference between an LCA on hold versus a pending status?

A LCAs that have a hold status were placed on hold by an employer or his/her attorney. This allows them to
review the LCA and gives them the ability to post the job opportunity for twenty days prior to final submission.
While a pending status indicates the LCA s wage source information cannot be verified at the time of online
submission. Therefore, it must reviewed by a DOL Analyst to determine whether it is valid or invalid. Once
determined, a final determination for the LCA is made and submitted to the employer or attorney by email.

20Q. Can I place an LCA “On Hold” again after the 20-day Hold period has expired?
A No. The system will not allow you to place an LCA “On Hold” after the 20-day Hold period has expired. The

LCA will be purged from the system if it has not been submitted after the 20-day Hold period.

21Q. Can I place an LCA “On Hold” more than once?
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22Q.

23Q.

24Q.

25Q.

26Q.

No. You can only place the LCA “On Hold” once. You will not be able to “go back” into the system during the
20-day Hold period and place the LCA on hold multiple times.

Is the Response Method arequired entry?

Yes. You must enter an e-mail address for the Response Method. This allows the system to automatically
send a copy of "Pending" LCAs to you (see Question 19 for additional information on LCAs that are in a
pending status). The e-mail address is required if the LCA must be reviewed by a DOL Analyst for the wage
source (if found unknown by the system). The e-mail address you enter is the address the LCA will be
delivered to. Therefore, be sure that the e-mail address you indicate is the actual one you wish to receive
your LCA(s).

Can | save a copy of the LCA to my hard drive, a network drive, or disk? And, what are the advantages of
doing this?

Yes. The LCA can be saved using any of those mediums, while displayed in the Acrobat Reader, select the
"Save" icon (the disk image from Acrobat Reader), choose a file location from the "Save As" text box, enter a
file name, and select "Save." You must have Acrobat Reader installed on your PC in order to view your LCA.

The advantage of saving an LCA is to allow the attorney/agent to send Form ETA 9035E to the employer by e-
mail to review and then submit the LCA when the employer has given final approval. In addition, it addresses
the posting issue for LCAs by allowing users to create a copy of the LCA that they can use for posting
purposes until they are ready to submit the LCA. NOTE: This saved Acrobat file cannot be sent to DOL for
processing. It is afile copy only.

What happens when | am setting up my user profile information and the username already exist?

The system will alert you that the user name exists and to enter a different user name in order to continue.

What should | do if | wish to see the entire LCA from the Browser when completing the LCA online?
Change your screen display to 1024x768.

Why aren't | notified when | make an error while completing the LCA online?

If JavaScript is not enabled on your Browser, you will not get the pop-up messages.
To enable JavaScript by using Internet Explorer (IE):

1. From the IE menu, choose Tools, Internet Options 2. Click the Security tab
3. Click Yes to change the security setting for the zone

4. Click Custom Level

5. In the setting box, scroll down the list and select Scripting

6. Choose Enable

7. Click OK

Once complete, it is recommended that you delete temporary Internet files and clear links to pages you have
visited by:

8. From the IE menu, choose Tools, Internet Options
9. From the General tab, click Delete Files

10. Click OK

11. Click Clear History

12. Choose Yes

13. Choose OK to accept the settings
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27Q.

28Q.

29Q.

30Q.

31Q.

32Q.

To enable JavaScript in Netscape:

14. From the Netscape menu, chose Edit, Preferences
15. Click Advance in the category box

16. Click Enable JavaScript to check this option

17. Click OK to accept settings

We highly recommend that you also clear the history. To do so:

18. From the Netscape menu, choose Edit, Preferences
19. Click Clear History, choose OK.

Also, you should clear the memory cache as well. To do so:

20. From the Netscape menu, choose Edit, Preferences

21. Click Advance in the category box

22. Click Clear Memory Cache

23. Choose OK to remove all files currently in your memory cache
24. Click OK to return to Netscape.

With Internet Explorer | am able to automatically tab to the next field to enter data. However, with
Netscape | cannot, why does the system behave differently for this function?

This solely depends on the Netscape version you are using. Netscape version 6.0 has been proven to work
without any difficulties. Check the version number of your Browser and upgrade to a newer version of
Netscape (if necessary).

Why do | need to install Acrobat Reader on my PC?
This tool allows you to view the cover pages, online help, occupational codes, and the LCA.

When downloading Acrobat Reader, it takes a long time to download to my PC. Why is this happening?

Your Internet connection will determine how fast Acrobat Reader is downloaded to your PC. If you are using a
28k or 56k connection speed you may expect long delays in downloading Acrobat Reader from the Adobe
web site.

When I click the hyperlink for the Online Wage Library, | am not able to access the information.

The server you are attempting to gain access to may not be available. Please retry later.

The system indicated that the LCA that | was searching for based on the ETA Case Number could not be
found. What must | do?

Double check the case number that you entered. It is important that you enter an alpha “I” instead of the
number "one" for the case number, for example, 1-02043-0005860.

1 did not register and need to check the status of my LCA. How do | go about doing that?

Non-registered users don't have the option of checking the status of their LCAs online--only the registered
users. You should email LCAHelp@doleta.gov and include the case number for which you would like to
check the status. They will email you the status. In addition, you should consider registering to gain the
benefits of checking your status online, placing an LCA on hold, editing and LCA, withdraw an LCA, and so
on.
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Printing

33Q. Can | print a blank copy of the Form ETA 9035E using the LCA Online System?

A No. The system has not been designed to allow for the creation of blank LCAs. The forms are populated and
reproduced with the data you enter.

34Q. Will I be able to print single and multiple copies of the Form ETA 9035E from the Web site?

A Yes. By specifying the number of copies, you can print multiple copes of the Form ETA 9035E. To specify the
number of copies to print from the browser:

1. Click File, Print
2. Specify the number of copies you want to print in the Number of copies text box
3. Click Print.

Security

35Q. If lam aregistered user and forget my password, what process must | follow to obtain my existing
password or a new password?

A The system allows you to click the hyperlink, "If you forget your password and/or username?" to e-mail DOL
that you forgot your password for gaining access to your account in the LCA Online System. An e-mail will
automatically be sent to you with your password information.

Technical/Program Support

36Q. If I have a policy, program-related, or technical question how can | get answers?

A To ensure that your concerns are answered by the DOL program office, an e-mail account,
LCAHEL P@doleta.gov has been established. For a quick response, please e-mail any inquiry about the H-
1B Specialty (Professional) Workers Program to this e-mail account. A representative from this office will
provide you with a response.
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